5. Sewer Spill and Cleaning Procedures - Hazardous Training
Personnel

Dispatch Central Training Manual - Our Bureau has a dispatching
center to receive calls from residents twenty-four (24) hours daily and
seven days (7) weekly, including holidays, to catalogue incidents and
dispatch crews to address any issues that are related to our Storm,
Distribution and Sanitary systems. This document is a copy of our
training manual, which is presented to our employees at the time of
assignment and referred to as necessary.

Dispatchers Spill Report - This document is utilized to report
substance spillages. It is completed by HAZWOPER certified
employees. Only employees with this certification are capable of being
assigned to emergency responses related to spillages.

Standard Operating Procedure - This document is utilized upon
the discovery of a substance spill.

Hazardous Waste Trained Employees - This document shows
employees in the Bureau that have been certified to perform in
HAZWOPER incidents.
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GENERAL:

The city of Dayton is comprised of many departments which serve the public in various
ways. To excel in public service one strives to learn fundamentals of each department
and intricacies within their division. Great resources are the City of Dayton’s website
www.cityofdayton.org The Water Departments website at www.daytonwater.org and
the Water Department’s intranet site (http://h2ointra2/intranet/).

Water Utilities Field Operations (WUFO) is one of several divisions of the Water
Department for the City of Dayton. WUFO is comprised of the Sewer Maintenance
Bureau and the Water Distribution Bureau. The other divisions are:

Water Administration — Manages department budget. Oversees disciplinary matters.

Water Engineering — Manages capital construction projects, GIS group, Technology
Group, surveying, and Drafting.

Water Reclamation- Treats wastewater
Water Supply & Treatment ~ Treats water and manages water pumping stations.

Environmental Management — Works to protect our water resource from pollution and
contamination.

Coordination amongst divisions is essential at times. Dispatch Central (DC) is staffed 24 hours a
day, 7 days a week and serves to take and disseminated based on who-what-when-where-why-
hazard. All DC personnel report to the Office Supervisor Il who report directly to the Division
Manager.

DC's workload most often pertains to the use of multi-line phones, radio traffic,
computers/software/hardware, Ohio Utilities Protection Service (OUPS), fax/copy machines,
various forms and utilization of predetermined methodology. Additionally, we coordinate with
other City of Dayton Departments such as Public Works, Police, Fire, and ITS.

DC receives many emergency calls. At DC, we quickly learn that ‘their emergency is not
necessarily our emergency’. The number one emergency for us is safety; who-what-when-
where-why-hazard. A report of an accident involving an employee is an emergency. Water
running (leaking, bubbling up, running down the road, etc.) is an emergency.

This manual provides basic City of Dayton information as well as detailed instructions for DC
operations.
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M
ACRONYMS & ABBREVIATIONS:

320:

AOC:

Assembly Room:

Blue Room:

Catch Basin:

City Hall/2™ Floor:

Curb Box:

Curb Stop:

Dig:

F-Drive:

Ford Box:

GIS:

Groundwater:

Hansen:

Hydrant:

Hydrant Shop:
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Water Administration Building at 320 W Monument Ave.

Advised of Cost. $55.00 Trip Fee added to bill. Examples are: for curb
box clean out, turn on/off, and low water pressure, or any other charge
incurred by a customer.

Large gathering room at Water Distribution building where crews have
lunch and large meetings are held for staff.

Large gathering room at Sewer Maintenance building where crews have
lunch and large meetings are held for staff.

Opening at the curb or street where rain water drains to.

Commonly used in reference to Mayor/Commission/City Manager’s
Office.

Fittings installed over curb stop to allow access to turn valve off and on.

Shut off valve at the property line used for emergency shut off or shut
off for delinquent accounts.

Name used to describe an excavation for a repair.

Shared drive, networked. Can find schedules, LOPO list and documents
at this location

Outside meter pit for smaller {(5/8”-1") meters.

Geographical information system (software) used in conjunction with
Hansen to pinpoint locations and create work orders.

Water drawn from wells used as a water source for the public. Also
natural water that flows from saturated ground or natural springs that
can be confused with a piping leak.

Work order management system software/database.

SR Service Request
wWoQO Work Order
SL Service Line

Fire hydrant,

Group that repairs fire hydrants and makes taps 2” and smaller.
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iT:
Lift Station:

LOPO:

Maintenance Shop:

Meter Shop:

oT:

Ottawa Yards:

OuUPS:

OUPS Machine:

Packing Leak:

PC Training Room:
Post:

Red Book:

Restoration Shop:

RDC:

Revenue:

RWO:
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City of Dayton Information Technology group.
A sanitary or storm system pumping station.

Leak on the property owner’s side of the water service.

Group that replaces sidewalks, asphalt, curbs, and catch basins from
excavations and citizen complaints about damaged catch basins.

Group that installs and repairs water meters.

Overtime work

City of Dayton property that houses numerous operating Divisions.
Ohio Utilities Protection System. Call before you dig.

Exclusive OUPS fax machine in the copier room off Dispatch area.
Smaller leak from water main valve.

Room in Sewer Maintenance building used for computer training.
Your work area; where your work activity is performed.

Hard back calendar book where all WUFO OUPS digs are logged.
Same as Maintenance Shop. Restores excavated areas to original

Regional Dispatch Center. Center that is “911” call takers for most of
Montgomery County region.

Is used to refer to our field workers who are not assigned to a specific
job site; we may use the Revenue Crew to fill in throughout the day.
Some persons use the work bubble in lieu of Revenue Crew.

Revenue may be used in reference to Water Revenue whom we often
coordinate with. Water Revenue is part of the Finance department.
Their responsibilities, as they may relate to use, include meter reading,
metered accounts and collecting money from water customers.

Rev is short for Water Revenue.

Short for Water Revenue Work Order.
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Sewer(SM):

Shop:

SOP:

SR:

Stockroom (Stores):

Tap:

Traffic:

Training Room:

VoiP

Water(WD):

WIMS:

WQO:
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Short for Sewer Maintenance Bureau
Dispatch Central. City staff radio into DC. ie: “ 921 to Shop”.
Standard Operating Procedures

Service Request. A service request is information given to the Division
by a customer that needs investigated.

Stockroom in the Water Distribution building that supplies parts, safety
equipment, and completes purchases for the Division and the Water

Department,

Connection into the water main for a customer’s water line.

Activity. WUFO personnel (usually the Revenue Crew) radio into us

asking if there is any traffic; meaning do we have any work activity to
give to them.

Room in Sewer Maintenance building used for training.

Voice Over Internet Protocol. Telephone system used by the City of
Dayton.

Short for Water Distribution Bureau
Water Department Information Technology group.

Work order
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PHONE ETIQUETTE OF DC PERSONNEL:

1. Always have a pen in hand with a Dispatch Caller Log to write information on.
2. Answer the phone with the time, our division name, and a question
14:15, Water Utilities, How may | direct your cali?

3. Remain courteous, focused and professional while obtaining:

Who-What-When-Where-Why-Hazard?
Put the caller on hold while retrieving additional information for the caller.
Take control of the call without being discourteous or unprofessional.
Never interrupt the customer when they are speaking.
You must remain calm and professional even when the customer/caller is irate.
Keep the call length at a minimum, but always provide excellent customer service.
Transfer when possible/applicable.

P RND A

Summary:

Have pen in hand and Dispatch Caller Log ready prior to picking up the handset; write the time
on the Dispatch Caller Log. Smile and focus.

Answer the phone with the time of the call, “Water Utilities” and “How may | direct your call?”,
Solicit this information: who-what-when-where-why-hazard.

Remain courteous, focused and professional; do not allow for long pauses, do not sigh, giggle,
shout, scream, yawn in their ear, babble, etc. Address the caller as “Mr. Smith or Ms. Jones, or
sir or ma’am if their name is unknown. Do not call them Babe, Sweetie, Darling or any other
name that could be construed as being disrespectful, unprofessional or sexist.

You are in control of the call. You obtain the required information: who-what-when-where-
why-hazard. You write this information on the Dispatch caller Log (Note: every call and radio
transmission must be documented on the Dispatch Caller Log). You close the call.

At DC, we “Take & disseminate”. We’ve completed the “Take” and begin to disseminate.

TAKING INFORMATION & DISPATCH CALLER LOG:

The Dispatch Caller Log form is kept in supply at DC:

Used to log all phone calls and/or radio traffic

Used to collect proper information: date/time, who-what-when-where-why-hazard.
Used as a reminder: what do | still need to do? Have | created the SR and/or WO?

Is to be dated in the upper left hand corner.

If you work the 23:00 ~ 07:00 shift please start a new sheet at 00:01 for the new date.
Place you completed call logs in the 3 ring binder on the counter in Dispatch at the end
of your shift,

D e wN e
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DISSEMINATE:
DC disseminates depending on the type of call:

1. Emergency:
a. Accident involving WUFO personnel:
i. Immediately contact Operations Administrator, Supervisor and/or
Manager.
ii. Call 9-9-1-1 (on City of Dayton phone) or Regional Dispatch Center (RDC)
if WUFO personnel or citizen is injured.
1. Provide location of accident
2. Number of vehicles involved
3. Inform RDC there are injuries and the number of injuries if
known.
4. Inform RDC that a City of Dayton vehicle is involved.

iii. If crew requests DC to contact police for non-injury collision dial x2677
(non-emergency number to RDC)
b. Accident reported but not involved:
i. Call RDC or designee at their request
c.  From/about family of WUFO personnel
i. Take message, radio personnel or their supervisor and ask that they call
into the shop. If no response, contact Operations Administrator, Office
Supervisor |l or Manager.
d. Leak
i. Dispatch accordingly.
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2.  Non-emergency calls:
a. Schedule, dispatch, transfer, etc.
i. Note: Dispatch does not take non-emergency messages for employees
(such as doctor appointment reminders, bill collectors, etc.).

Summary:

Dispatch Central takes required information, we pass it on. Dissemination is done via phone,
radio, Hansen, logs, written messages.

HANSEN 8:

Hansen is a software package that serves the entire Water Department as well as Public Works.
It’s a combination of many tables/databases which allow users to, in part, record, track, project,
maintain and cost work, assets and projects.

Water Distribution assets include water mains, nodes, service lines, valves, meters and hydrants.
Service Requests (SR) are created to record problems of these assets such as leaks, locates, etc.
Service Request problems require an inspection (by crew and/or supervisor) to determine what,
if anything, we need to do. An inspection may lead to the creation of a Work Order (WO). Work
Orders are created against an asset with a specific work activity to take place. Work Orders are
also created for all work to be done by the meter shop.

Hansen allows for scheduling and costing from both the Service Request and Work Order.

CREATING A SERVICE REQUEST:

After signing into Hansen: Click on CAPS LOCK (all info is submitted in All Caps)
Click on the “CUSTOMER SERVICE” tab (located along the left side of page)
Select “Submit a Service Request”

Fill in:

W

a. “Request Type” (click on arrow, click on + beside Service Request Types, click on
“+” beside Water Distribution”, double click on appropriate request code)
b. Location - “Address” (add house number and street, ENTER, highlight street
address, click on SELECT)
c. Contact - Last name, First name, Phone number including area code, Contact
Type (this is normally “C” for customer), ENTER,
i. if customers name & number appear in pop up, highlight and click on
SELECT
ii. if customers name & number does not appear in pop up, click on Add
new Contact and click on SAVE
d. Customer Comments — Type in information given by caller ie: Water is bubbling
up in the middle of the street”, NEXT
e. Information — Priority (this is automatically populated in with most request
types, if no priority is listed add “1” for emergency request or “2” for non-
emergency ), Responsibility (WDIST), Call Date (enter date and time call came
in), Taken By {Hansen ID)
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f.  Additional Information — This is where WE tell the CREW what is to be done ie:
“Investigate leak 11/18/13 - gave to James McCoy”, NEXT

Schedule On — add date work is to be done

Inspector — Area or department work is assigned to ie: WEST or HYDRANT, etc.,
FINISH

Double click on Service Request #

Click on REPORTS, click on Detailed Service Request

Click on printer icon

Click Print

@

o e

CREATING A WORK ORDER FROM A SERVICE REQUEST:

1. After completing Service Request, click on the ACTION tab at the top of the Service
Request
2. Select OPEN NEW WORK ORDER
3. If WO is for a main repair:
a. Fill in Activity Code (use WD REP for curb stops and water mains, use WD RSL
for service lines) and click NEXT
Click NEXT
Pull down the arrow beside the ASSET box and highlight Water Main
Fill in Address Box — click on arrow at right side of Street Name box, highlight
address and click on SELECT
Click on the MAP DRAWER tab at top of form and select SHOW ADDRESS
When map comes up, select WATER MAIN along the right side of map
Click on the Activation Wand at top of page
Draw box over “house” (hold down left mouse button and drag across house
icon and water main)
Water Main icon will now show on map
Click on SELECT icon at top of page (white arrow)
Draw box over Water Main icon
Right click mouse and click on Set Asset
. Close map
Asset information should now show on WO
Fill in:
i. Initiated (date and time crew or supervisor called in dig)
ii. Initiated by (your employee code)
iii. Maint Type (UR unscheduled repair)
iv. Problem (CSBRK - broken cs, MLLKM — main break, etc)
v. Priority (1 for emergency dig, 2 for short notice or 48 hr dig)
vi. Assign To (EAST, WEST, NORTH)
p. Click NEXT tab
g. InComments:
i. OUPS number
it. Type of work
iii. Date and time of work
r. Click SAVE tab at top
. Click on Work Order Number
t. Click on DOCUMENTS tab

a0 o

sm o

°o3 3~ xw
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u. Click on WORK ORDER WITH EMPTY GRID AREAS
Fill in form using #3 for first window and #7 for all other windows and then

press OK
w. Click on the PRINT THIS REPORT icon to print

4. If WO s for a curb stop or service replacement:
a. Fill in Activity Code (use WD REP for curb stops and water mains, use WD RSL
for service lines) and click NEXT
Highlight WATER SERVICE LINE and click next x 2
Asset will already be filled in with Water Service Line number
d. Fill in Address Box — click on arrow at right side of Street Name box, highlight
address and click on SELECT
e. Fillin:
i. Initiated (date and time crew or supervisor called in dig)
ii. Initiated by (your employee code)
iil. Maint Type (UR unscheduled repair)
iv. Problem (CSBRK - broken cs, SLLKC — service line leak, etc)
v. Priority (1 for emergency dig, 2 for short notice or 48 hr dig)
vi. Assign To (EAST, WEST, NORTH, etc.)
f. Click NEXT tab
g. InComments:
i. OUPS number
ii. Type of work
iii. Date and time of work
h. Click SAVE tab at top
Click on Work Order Number
Click on DOCUMENTS tab
Click on WORK ORDER WITH EMPTY GRID AREAS
Fill in form using #3 for first window and # 7 for all other windows and then
press OK
m. Click on the PRINT THIS REPORT icon to print

a oo

TR e

CREATING A METER SHOP WORK ORDER:

Most Meter Shop work orders are initiated in Water Revenue and are “dropped” into Hansen
every afternoon (Monday thru Friday). However, Dispatch does initiate Meter Change orders
for leaking meters as well as any other emergency work assigned to the Meter Shop.

To create a Work Order in Hansen for Meter Change:

1. Click on “Create Work Order” (located along the left hand side of page)

2. In box next to “Keyword”, type: WD MC (or click on “search” and select appropriate
action

Click “next” (located at top of page}

Pull down arrow next to “Asset” box and select “Service Line”

Click on new arrow

Type in address and click on “search”

Highlight the grey address and then click on select

Under “Address Information” - type in address

® NG W
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9. Fill in “Initial information”
Initiated - Date & time call came in
Schedule Start — Date and time work is to be done
Initiated By — Employee code of person creating Work Order
Maint Type — AS (Area Scheduled Maintenance)
Problem — click on arrow and select appropriate problem code
Priority ~ Type in 2

g. Assigned to — MSHOP (or click on arrow and select from list)
10. Click “Next” at top of page
11. Under Comments:

a. Type callers name and phone number

b. Type callers comments/complaint

¢. Add AOC (Advised of Cost) if a trip fee will be assessed to bill

d. Type work type and scheduled time & date ie: Change meter 03/31/15 btwn 8-

11
e. Click on save at top of page

o o0 oW

METERS:

The City of Dayton serves approximately 60,000 metered accounts and therefore a majority of
calls received at Dispatch Central pertain to meter activities which may be either scheduled or

unscheduled.
All meter shop requests go on a Work Order. Our meter activities include:

Meter Set: Meter sets involve a process beginning in Water Revenue/Finance
where an account is established. Revenue sends the order to Water
Engineering who verifies backflow prevention. Water Engineering then
creates a Hansen Work Order. Dispatch Central NEVER creates a work
for a Meter Set. This process starts in Water Revenue

Meter Change: Most meter change orders are initiated in Water Revenue/Finance and
are “dropped” into Hansen each afternoon (DC also receives an email
called “Shop Mail” that lists and gives details of all orders taken by
Water Revenue/Finance for that day).

DC does initiate Work Orders (WO) for the following:

Emergency shut offs (water running)
Low pressure

No water complaints

Meter is leaking

Bwnp

WO’s are updated by DC:

1. When a customer calls and states they need to reschedule an
appointment because they either missed the scheduled date/time
or will be unavailable to keep appointment.
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2. When a customer calls and states they found a “tag” on the door
(usually because Water Revenue (WR) believes the meter is dead or
they are unable to obtain a read).

Meter Take: = Meter take orders are generated when an owner wants the meter taken
from the property. A take includes a final meter read and water turned
off at the curb. Most meter takes are for “virtual takes”. This means
the meter is left in place, a final read is obtained, water is turned off at
the curb and the account is abandoned. Actual takes are discouraged
except when building is going to be demolished. Meter take orders
normally come to DC on the daily shop mail. 2™ shift DC personnel
input the information into Hansen and print out orders due the next

business day.

Meter Test/Hold: Meter Changes initiated in WR may include comments for Meter tests
and/or Meter holds. Owner must contact WR and sign paperwork
requesting a test. Owners generally want a meter tested due to a high
read, high water bill, etc. A request for a meter hold most often occurs
when the integrity of the meter is at stake (ie: to be tested).

2" shift DC personnel print all meter orders scheduled to be completed the following day. Work
orders are looked up through Hansen reports and also by scheduled day to ensure no orders are
missed. These printed orders are placed in the Meter Shop Mail Box.

WD does not get involved in Landlord/Tenant disputes! IE: A renter reports that their landlord
has not paid the water bill and they have no water.... There is nothing WD can do — we do NOT
get involved! Or, a landlord calls and states they want the water off at a property they own
because tenant has not paid rent and/or water bill or they are trying to evict resident. It is
illegal for a landlord to turn off utilities to try to evict a tenant. Advise them that they need to
go through the proper eviction process and we will not turn water off.

Completed meter shop work orders are resolved by 3" shift. Meter shop personnel make copies
of completed orders to send to water revenue and then place the originals in an interoffice
envelope This envelope is then placed in the wall pocket marked “Meter Orders From Shop”.

After 3™ shift personnel has entered the meter information into the computer and resolved the
work order, the original WO is placed in a file box. When the box is full, it is stored in the stock

room.

REVENUE METER WORK:

Water Revenue/Finance coordinates with WD to assure meters are set, changed, taken, tested
or held. Works Orders initiated by Water Revenue/Finance are “dropped” into Hansen Monday
thru Friday at approximately 14:30 hrs. Revenue also emails a daily report to Dispatch
personnel (Shop Mail). This email contains all meter changes and meter takes initiated by WR
for that day. It may also include Curb Box Maintenance requests. 2™ shift personnel will then:

1. Print email from Water Revenue

2. Open each Meter Change WO and add:
a. Scheduled Time -
b. Initiated By -
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¢. Problem Code ~

3. Initiate Curb Box Maintenance Service Requests in Hansen, assign to appropriate area,
print out and place in proper mail boxes (These come on the daily “Shop Mail”) .

4. Initiate Meter Take Orders in Hansen using information from Water Revenue’s Shop
Mail.

5. Generate a report of WO’s scheduled for next business day as follows:

Click on Hansen “Work Order” tab

Click on “Lookup Work Order”

Click on “Reports” (located in the blue bar near top of page)

Click on “New Meter Shop Multiple WO’s

Enter Schedule Date Range Begin Value and End date (both should be the next

business day)

Under “Enter Assigned:” pull down window and chose “MSHOP”

Click on “OK” button

Wait for report to generate, then click on the print icon

Click “print” on print screen

When all WQO's have printed, separate into areas start times and place in Meter

Shop mailbox.

oo oTw

> -
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NOTE: There are times when we have exceptions for this work being completed on 2™ shift, ie:
Hansen down, or computers down; then the work is to be completed by the next shift.

CREATING A SERVICE REQUEST FOR SEWER MAINTENANCE THROUGH “CALL CENTER”

After signing into Hansen: Click on CAPS LOCK (all info is submitted in All Caps)
Click on the “CUSTOMER SERVICE” tab (located along the left side of page)
Select “Call Center”

Fill in:

a. Location “Address” (add house number and street, ENTER, highlight street
address, click on SELECT) NOTE: “Address” window can be changed to
“Intersection” by clicking on arrow beside “Address” box, if needed

b. Customer - Click on Icon to the right of “Other Callers” and highlight callers
information — Click on SELECT. If customers name and number does not appear
in pop up, fill in Contact - Last name, First name, Phone number, including area
code, Contact type (this is normally “C” for customer), enter

c. Comments — Type in information given by caller ie: Sewage backing up in
basement

BwN e

d. Click on “Problem” tab near top of page

e. Click on + below "Welcome” icon

f. Click on + beside “Sewer Service”

g. Follow Tree - Click on + beside “Inside House” or “Outside House”, click on
appropriate answers to script. This will fill in most of the “Problem” section of
the form.

h. Double click in”Bulk PickUp” box and then double click in “Call Date” to add time
and date

5. Click on “SAVE” near top of page.
6. Double click on SR# {located in “Problem”box
7. Click on REPORTS, click on Detailed Service Request

Page 12 of 33



DISPATCH CENTRAL TRAINING MANUAL

8. Click on printer icon
9. Click PRINT

WHEN HANSEN IS DOWN:

1. Hand write the call on the Dispatch Caller Log as usual.

2. Hand write the work on the Sewer Maintenance or Water Distribution paper service
request forms (located in the file cabinet directly to the left of the refrigerator - 2™
drawer down).

3. Make a copy of the handwritten form before giving to crew.

When the computer is up, ENTER THE HAND WRITTEN WORK ORDERS INTO HANSEN.

5. For calls other than WUFO (Streets, Waste, etc.):

a. Emergency calls ~ take info, email information to street maintenance or other
department and call the Supervisor listed on the On Call sheet.

b. Non-emergency calls — Explain to the caller than computers are down and they
will need to call THE Public Works Call Center back after 8 am on regular
business days, or they can try to call DC after a extended period of time.

=

Error Reporting Form:

Anytime a PC program of system we monitor (security system, Ottawa Yards gate etc.)
malfunctions you must complete an Error Reporting Form.

1. Describe the error.

2. Write down who you called and their response.

3. Write how the problem was resolved.

4. Place a copy of the completed form in the mailbox of the Office Supervisor Il.
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Computer System Contact List

Responsibiii

Actuate (Performance Management)

First Contact

Xue "Sus” Wang

Second Contact

Dave Johnson

Third Contact

ArcGIS Cathy Gruslich Steve Hill
Crystal Reports (Printing in Hansen, etc) Dave Johnson Nick James Xue "Sue” Wang
CyberKey Michael Warren Lavalil Glasper

Disclpline Notification and Management System

Xue “Sue” Wang

Dave Johnson

Grantite XP Nick James Steve Hill
Hansen (including Interfaces) Nick James Dave Johnson Xue "Sue" Wang
Intranet (SharePoint) Nick James Xue "Sue” Wang Dave Johnson

Pretreatment Permitting (PACS) Dave Johnson Xue "Sue” Wang Paul Ragland
P-Card Manager Xue "Sue” Wang Dave Johnson Nick James

Pro-Watch {Card Access) Michael Warren Dave Johnson Lavall Glasper
Titan - Lab systems Dave Johnson Xue "Sue" Wang Paul Ragland
Water Public WebSite Nick James Xue "Sue”"Wang | Dave Johnson
Electronic Operation and Methods Manual Steve Hill Xue "Sue" Wang Dave Johnson

Web Development

Xue "Sue" Wang

Dave Johnson

MS Access Development

Xue "Sue” Wang

Dave Johnson

Commvault - File Restores Michael Warren Lavall Glasper

Server Closets, Data Centers Michael Warren Lavali Glasper Paul Ragland
Desktop Support (PCs, Laptops, Printers, Tablets, etc) Jim Tudor Michael Warren

Network Support Juan Soliz Lavall Glasper Brad Miller
Payroll Kiosks Jim Tudor Michael Warren

SCADA (iHistorian) - All Divisions Brad Miiler Paul Ragland

Servers Management / Systems Access Lavall Glasper Juan Soliz Michael Warren
Video Camera / DVR Michael Warren Lavall Glagper

TimeClock Jim Tudor Michael Warren

TV Monitors Jim Tudor Michael Warren Lavail Glasper
VolP Phone System Jim Tudor Michael Warren Lavall Glasper
Xerox Copiers Jim Tudor Lavall Glasper Michael Warren
E-Mail (Including Qutiook and Exchange) Jim Tudor Michael Warren Lavall Glasper
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Listed below are contacts for different situations and the current contacts to assist DC.

Responsible Support
Department/ Contract for
Problem Division Contact Issues (if Any)
Call Dispatch at (937) 333-4900
Desktops Located in the Guard Shack Water / WIMS they will contact WIMS
Proximity Reader will not work, but other methods Call Dispatch at {937) 333-4900 Copp Systems
will open the gate Water/WiMS they will contact WiMS itegrators (CS1)
Romona Carver X4010 or 477-5382 or
Gate will not operate automatically or manually Facilities Management Bill Landis 333-2593
Call Dispatch at {937) 333-4900 Copp Systems
Cannot see or control cameras at the guard shack Water/WIMS they will contact WIMS Itegrators (CS1)
Call Box at gates will not work (does not dial at all) Water Water Electrician
Call Box will dial, but no one can answer Central Services /1T HelpDesk (937) 333-2748
Operators cannot use the phone to open the gate Central Services /IT HelpDesk (937) 333-2748

Romona Carver 937-477-5382 after
hours or X4010 will contact CDO Prefer COO (50/50 shared

Gate will not open for Vehicle with RFIDs Facilities Management to change to Richard Bailey cost)

Romona Carver 937-477-5382 after

hours or X4010 will contact CDO, CDO {50/50 shared

RFID Software Facilities Management prefer to change to Richard Bailey. cost)
Gate arm is broken Facilities Management Larry Jacobs 657-8338
Perimeter Fence issues Facilities Management Larry Jacobs 657-8338 PO
Parking issues QYTF Romona Carver 4010 or 477-5382
Electrical issues INSIDE guard shack Water Water Electricians
Lightingl issues QUTSIDE guard shack Facilities Management Facilities Electricians
Mechanical gate hit/needs replaced Facilities Management Larry Jacobs 657-8338

Facilities Electricians X5382 or Bili
Guard Shack HVAC issues Facilities Management Landis 469-6177

HelpDesk (937) 333-2748 or Dessa
Phones/Phone console IT Foster

Facilities Electrician X2593 or Bill Landis

Gate opening buttons don't work Facilities Management 469-6177
Toilet/sink problems Facilities Management Facilities Plumber X3535
Roof issues Facilities Management Larry Jacobs 657-8338

Water running is an emergency. Water running is a leak. A leak is an emergency. Running
water may incur damage at a cost to the City of Dayton; a leak is a liability!

Dispatching Leaks:

1. Normalhours:

a. Meter Dispatch to area Meter Installer
b. Curb to house/structure Dispatch to Revenue Crew or Meter Installer
c. Street Dispatch to Revenue Crew or Area Supervisor
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2. After-hours:

a. Meter Dispatch to 2" shift or stand by Meter Installer
b. Curb to house/structure Dispatch to 2™ shift or stand by Meter Installer
¢. Street Dispatch to Supervisor on call

3. Leaks inside dwelling:

a. We offer to turn the water off at the curb stop (completely shutting off water to
the property). A trip fee of $55.00 will be added to the Water Utility Bill for this
service. The property owner/occupant can also have a plumber who is licensed
to do work in the City of Dayton shut the water off also. The City of Dayton staff
is_prohibited from recommending any specific plumbing company to the

citizen/public.

Leaks are commonly reported as:

Water running down the street/curb

Water bubbling up in the yard/street

Water around that lid in my yard/near the curb

Water coming up in the street

Water coming out of windows/doors of a vacant house

Meter is leaking/spraying water

Hole my meter is in outside is flooded/water is coming out of a lid

NouswN e

LEAK INVESTIGATION GUIDE:

Revenue Crew receives:

Leaks in the street

Leaks between curb and sidewalk

Water coming up in the yard

Water coming up around curb stop/lid

Leak in the house (if requesting water be turned off at curb stop). Note: A Revenue

Crew can be sent to turn water off but can’t change or fix a meter problem. Make sure
we try and determine if it is a meter before we send a crew.

Vih wN e

Area Supervisor receives:

1. Leaks in the street (afterhours, weekends, and anytime revenue crew is unavailable)

Meter Shop receives:

1. Meter leaking

Leak in Ford Box

3. Water coming up in the yard, walk, or around curb box (afterhours, weekends, and
anytime revenue crew is unavailable)

4. Leak in the house (if requesting water be turned off at curb stop - afterhours, weekends,
and anytime revenue crew is unavailable)

[
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DISPATCH CENTRAL’S LEAK CRITERIA:

When a customer or citizen calls to report a “leak” get ALL the appropriate information ie: Who,
What, Where, When, How, Why, and is it a Hazard?

For example: “l want to report a problem at the Old McCrory’s Building”.

1. Who am | speaking with? (Need their name and number as to provide additional
information later)
2. What are your reporting? (Need to know the purpose of the call}
3. Where is the leak?
a. Not just the old McCrory’s building, but “The building at the corner of Main St.
and Fourth St. downtown, in the NW corner of the basement”.
. Find out exactly where the leak or water is.
¢. Do not just take the information that there is a leak and dispatch it. Determine
exactly where it is (between the curb and the building? In the street? Or did it
just rain and now water is coming down the driveway? s it in the basement or
is it at the curb by the curb stop? Think...Think...Think!
4. When did you notice it? (Does the building always leak when it rains or is the person
calling a realtor and he/she was checking out the basement and found 6” of water)
5. How is for you. How do YOU, as dispatch personnel, need to investigate this before
sending the information to the crews or supervisor to investigate:
a. Isitonthe Leak On the Property Owner list?
b. Isiton the Leak on the City list?
c. Isitlisted onthe Ground Water or Sump Pump lists?
d. Did someone call in earlier about the same problem? If so, has the crew been
there yet? (You don’t want to send two crews to investigate the same problem)
6. Hazard?
a. s the bottom of the meter busted out and water is pouring out?
b. Has a contractor hit an 8” line and there is 3’ of water running down the street?
c. Could this be a liability to the City of Dayton?

DISPATCH CENTRAL'’S LEAK CRITERIA TO DISPATCH:

During regular business hours (Mon-Fri from 0700 hr-1530 hrs)

1. Allleaks or water running between the curb and the street or in the street:
a. Dispatch personnel create a service request and dispatches the revenue crew or
area supervisor to investigate.
b. If leak needs to be dug and is called into OUPS for Emergency or Short Notice,
dispatch personnel also creates a work order
c. If leak needs to be dug and is called into OUPS for a Non-emergency (48 hr
OUPS]), the area supervisor creates the work order.
2. All leaks between the curb and the house:
a. Dispatch personnel create a service request and dispatches the revenue crew. If
none available, the area meter setter is dispatched.
b. If leak comes in as a leak in the Ford Box or Meter Pit, dispatch personnel
creates a work order and dispatches the area meter setter.
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